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HRLAD 
Time and Leave Administration 

Chapter 2 – Display Planned 
Working Time 

A Planned Working Time infotype is assigned to each 
employee and describes the way time is recorded, the 
type of work period used in determining 
compensatory time, and the hours in the period.  This 
infotype is maintained in Personnel Administration but 
can be displayed by Time Personnel.
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1. Follow the menu path or enter PA51 
in the command field; press enter

PA51 - Display Planned Working Time

The menu path is Human Resources > Time 
Management > Administration > Time Data > 
PA51 - Display
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2.  Enter the personnel 
number of the employee 
and press enter.

3.  Enter 0007 in 
the ‘Infotype’ field

4. Click the 
display icon

PA51 - Display Planned Working Time

In the ‘Period’ field, you may enter a start and end 
date for the period you wish to view or select All for 
an overview of all planned working time infotypes 
recorded for the employee.
If no date is entered, the most current planned 
working time infotype will be shown.
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Note:  This employee’s schedule 
shows that they work an open 
schedule (i.e. can work any day) 

PA51 - Display Planned Working Time

Work schedule rule defines the days of the week 
and the hours in each day an employee is expected 
to work.  A work schedule that is assigned to each 
employee describes the way time is recorded, the 
type of work period used in determining 
compensatory time, and hours in the period.  It is 
also used to determine the number of hours the 
employee accrues for a holiday.
For example:
OPEN08 – Holiday time earned – 8 hours
OP12.25 – Holiday time earned – 12.25 hours
OPEN 24 – Holiday time earned – 24 hours
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PA51 - Display Planned Working Time

5. Click on icon

Note:  When you click on the work schedule icon 
you can display a monthly calendar view of the 
employee’s schedule.
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PA51 - Display Planned Working Time

6. Double-click in any 
date or day

This screen gives you a breakdown of each day.
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PA51 - Display Planned Working Time

7. Click the green arrow 
twice to return to planned 
working time screen

This screen gives you a further breakdown of 
that date.  
Note:  The ‘Planned work time’ field shows the 
time frame that the system defaults for the non-
exempt employee.  
An exempt employee described as (NEL’s) will 
have a ‘Planned work time’ field identified as 
0800 – 1600 for an 8 hour work schedule.  You 
should not enter an absence outside of this work 
time.
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PA51 - Display Planned Working Time

8. Click the drop-
down icon    .

‘Time Mgmt status’ field indicates the way time is 
recorded for the employee.  
1 – Time evaluation of actual times:  This status 
indicates that time entry (attendances and absences) 
must be recorded in CATS in order for the employee 
to be paid.  The system looks at actual times 
recorded and pays them accordingly.
9 – Time evaluation of planned times:   This status 
indicates no attendance (only absences) time entry 
is recorded.  The system automatically pays 
according to the work schedule planned for the 
employee.
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PA51 - Display Planned Working Time

9. Click the drop-
down icon    .

The ‘Working Week’ field, describes the type of work 
period the employee is assigned.  It is the FLSA 
defined period for which compensatory/overtime is 
computed for the non-exempt employee.  
The attribute of the working period also includes the 
number of days in a period in which compensatory 
time is calculated.  The number of days vary according 
to each rule.
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PA51 - Display Planned Working Time

Example: An employee with the working week, “7K 
Law Enforcement -14 day” will calculate compensatory 
time based on the 7K rule for a 14 day period.
See table below:

Rule No. of DAYS in Work Period 

Standard 7 

8/80 14 

7K 7,14,28 
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PA51 - Display Planned Working Time

The ‘Employment Percentage’ field identifies an 
employee as being part time or full time. The 
percentage of time that the employee spends in the 
position informs the system how leave is accrued for 
the employee.  For example:
100% - the employee will earn annual leave time at 
the full rate  (i.e. 8, 10, 12, etc.) 
50% - the employee will earn annual leave time at 
half the rate (i.e. 4, 5, 6, etc.)
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PA51 - Display Planned Working Time

10. Click the back arrow to return 
to the Display Time Data screen

The Daily working hours is the employee’s average 
daily working hours.  This will be used in determining 
the holiday hours that will be banked for a positive 
reporting employee and for an exempt employee
when the holiday falls on their scheduled day off. 
This is also used for the employee birthday. 
Note: To view the planned working time of an 
exempt employee, repeat steps 2 – 10.


